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DHR-85 
~ l i u f i o n  Numb.r 

c 

1. AgenwMdratr 
Georgia Department of Human Resources 

FOR RECORDS MANAGEMENT USE 
Aoplicarion Numbr 

Division of Mental Health & Mental Retar- 

A t l a n t a . a  30314 
47 Trinity Avenue - Room 542-H 

76- ZL(3 
dation - Mental Retardation Section 08- RaaN6d o m  Completed 

~ 1 :  - 9 W8 I JUL 2 9 1976 

I Detesof Series 
5rl iest Laten 

began July, 1976 
3. Diiisiin md Offia Function 

I Court Commitment Clientllatient Information Files. 

The Division of Mental Health and Mental Ret&J.at.ion admin'isters the mental health; mental 
retardation and other developmental disabilities, drug abuse, alcoholism, and training and 
research programs. 
administration of the State mental. hospitals, rehabilitation and retardation centers. 
The Mental Retardation Section is one of the programmatic sections of the Division of Menta' 
Health and Mental Retardation. The Mental Retardation Section offers specialized services 
(primarily focusing on 
through a comprehensive system of institutional and community service programs. 
ized services are provided through the following major programs: 
Activity Programs; (2) Group Homes; (3) Institutional Services; (4) Family Care Homes; 
and (5) Foster Grandparent Programs. 

What is the function of the Division and the office in which this record series is  ON^? 

This Division is also concerned with community mental health, and the 

the mentally retarded within the I Q range of 0-55) administered 
The specia 

'(1) Day Training and Work 

. ,  r. Rqord Sari- Darcriptiotl - This file contiins the foflowi.q doarmerits lindudo fwm numben afd rides; if any): : 
. .  r ' ~  .. ,. .. ~. . ..: - ~ ~~ , .~ Attach ". samplesof the file. . , .~ .~ I ~ - . . - -. - - 

. .  .~ . . . ~  . . . ~  ~ . ~. Documents relatinc-to: . 
maintaining information in order to reflect Division action for clients committed to PRR 
Division of Mental Health &Mental Retardation through the courts. 

County Court Order of Commitment fo DHR Divisdon~'of Mentll Eealth & Mental Retardation 
for exakination and evaluation; report bf psychiatric consultation; psychological 
evaluation; and interval note. 

lnduded ?re: 

5. Records Series r i l e  (followed by tide used in office; if different) 

File is a r r a w d :  
alphabetically by last name of client. 

new pro ram daily 
8. Monthly Reference Rate 

One to six rno#ths old 
Wnty-f ive months and oldar ? 

3. Annual Rate of Accumulation of R.a~rdr  
Letter4n drawers : bgal4ze drawers 

How often are records referred to which are: 

: Seven to twelve months old ; Thineen to twenty-four months old 
~ ~ - - - 

; Other Ispecifv/ - : Shelves F '  
new program - 5 during past month. 

. I O V d  , _  n-8o-n. nw.76 



/ /  
? ; ;  

. .  ..... . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . .  ... .- .. .. . .  . _. .- ........... 'L -: 

- ., rEs I NO I 10. Qlartionnain (Place an "X" in the w o w  wlumn) = !  - - 
a. i~thir th.of f idai  wpy of the series? d u p l i c a t e  of  information a t  State i n s t i t u t i o n  t o  

which c l i e n t  c-. If not. where is i t 7  X 

I co f de I1 I ormation ity handling? If yes, cite law or regulation: 
X I %Ihk%%f?%o!e 8$.$6f.'f6 - Conf?$%?i%fty of p a t i e n t  records  

1. R a t e n t h  Rquirements The following requires the series to be kept: 

years. 

c hd.rallaw 1 yean. f. Federal retention instructions . years. 
1 .-yeorS. 

A st&-bW Y W S .  d. Audit p i o d  
b. S b n m  of limitation years. e. Administrative need 

. . ~. .-,.. . .  Attach copy ar e x a m  of &war ~regulations: Explain administrative heed. - :. . .?. . . .  L .  . . . . .  : 
. . 

, /  

ThcJI instructions apply to all prior and future accumulations of the series. 

ecommendatiom in para- 
rph 12 are approved. 
f disapproved, m a d ,  httw 
r awplan8tim.l 
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